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CHAPTER I 
THE PROBLEM AND DEFINITION OF TERMS 
The broad goal of distributive education is to provide an 
educationally and vocationally sound preparation for the ever increas-
ing numbers of high school youth who need and desire instruction for 
careers in the fields of distribution and marketing. According to A 
Pilot Program Comparing Cooperative and Project Methods of Teaching 
Distributive Education (2:4-5). published by Michigan State University. 
the employment of a greater proportion of the labor force to perform 
the functions of marketing and distributing goods and services related 
to American production has been one of the most dramatic changes in 
the labor force during the past decade. The demand is high for persons 
to prepare for careers in the broad field of sales, distribution and 
marketing who will develop qualifications to enter semi-skilled, 
skilled, technical, managerial and professional positions. 
The Vocational Education Act of 1963 specifically provided for 
the establishment of pre-employment training programs for youth 
fourteen years of age or older. Prior to the passage of this Act, 
Federal funds for distributive education were limited to employed 
workers sixteen years or older. 
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Some teachers, school administrators, and Ellensburg 
merchants have voiced an opinion that Ellensburg High School, 
Ellensburg, Washington, should increase the availability of pre-
vocational instruction to more students. It could be accomplished 
through the establishment of a pre-employment preparatory distribu-
tive education training program in addition to the existing cooperative 
'''-...... 
work-study distributive education program. Considering the estab- "-.. 
lishment of a pre-employment eleventh grade distributive education 
class utilizing the "project method" of instruction is an attempt to 
expand and extend the opportunities for youth attending Ellensburg 
High School to prepare for careers in the distributive occupations. 
I. THE PROBLEM 
Statement of the Problem 
The problem is to confirm whether or not the merchants of 
Ellensburg, Washington, fee 1 that a course in preparatory distributive 
education should be includ4'd in the curriculum of Ellensburg High 
School, and the content such a proposed course of study might include. 
Purpose 
This study is being made to provide information necessary for 
an analytical approach to introducing preparatory distributive education 
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into the business education curriculum at Ellensburg Senior High 
School. This investigation may cause business educators and 
administrators in similar senior high school situations to be better 
informed. Ellensburg Businessmen's opinions on the value and 
content of a pre-employment distributive education class will be 
presented in this thesis. A course of study will be developed from 
an analysis of the data presented which will facilitate the instigation 
and actualization of such a class. 
De limitations 
This study was limited to a random sample of fifty whole-
saling, retailing, and service business owners or managers in 
Ellensburg, Washington, to determine whether or not the local mer-
chants felt that a pre-employment course should be included in the 
curriculum of Ellensburg High School in preparatory distributive 
education and what should be included in the course. The question-
naire, directed to a random sample, was limited to the following 
essential questions: 
1. Would such a course be of value to students and merchants? 
2. Of twenty-two proposed teaching units within the course, 
which units are deemed most important? 
3. What emphasis ought to be applied to the related student 
experiences within each unit of study? 
The random sample excluded members of the population who 
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were engaged in businesses too technical to allow employment of an 
entry worker. These were apartment houses, fraternal organizations, 
concrete construction contractors. excavating contractors. electrical 
contractors, general contractors, barbers, auto mechanics, and 
cosmetologists. 
II. DEFINITIONS OF TERMS 
Advisory Committee 
An advisory committee is a group of persons representative of 
both the school and the business community which makes recommenda-
tions that may be used for the development and improvement of the 
distributive education program. 
Cooperative Distributive Education Instruction 
Cooperative Distributive Education Instruction is an organiza-
tional pattern of instruction which involves regularly scheduled part-
time employment, Distributive Education Club activities, and an 
opportunity to apply concurrent classroom learnings in practice. 
Coordination 
The process of organizing, developing, and maintaining 
effective relationships among all groups involved in the distributive 
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education program to the end that the student receives the best possible 
preparation for a career in distribution is called coordination. 
Distributive Education 
Distributive Education is a vocational instructional program 
designed to meet the needs of persons who have entered or are preparing 
to enter a distributive occupation requiring competency in one or more 
of the marketing functions. As a vocational program, Distributive 
Education offers instruction in .marketing • .merchandising. related 
.management, and personal development. 
Distributive Education Clubs of America 
Distributive Education Clubs of America is a youth organization 
providing a program of activities which complements and enriches 
distributive curriculu.ms. 
Distributive Occupations 
Distributive occupations are those followed by persons engaged 
primarily in the .marketing or merchandising of goods and services, at 
both .management and entry employment levels. 
Participating Experiences 
Learning experiences which focus on activities of distributive 
occupations and decision-making situations in distribution are referred 
to as participating experiences. 
Preparatory Instruction 
Preparatory instruction prepares youth for entry and advance-
ment in an occupation requiring distributive competencies. 
Teacher-Coordinator 
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A member of the local school staff who teaches distributive and 
related subjects to students preparing for employment and who 
coordinates classroom instruction with on-the-job training or with 
occupationally oriented learning activities of students is referred to as 
a teacher-coordinator. This individual also advises the local chapter 
of the Distributive Education Clubs of America. 
Training Sponsor 
A person in a distributive organization designated to be 
responsible for training and supervising the Distributive Education 
student on his job is referred to as a training sponsor. 
Training Station 
A place of employment where the Distributive Education 
student receives on-the-job training and supervision by his employer 
and/ or training sponsor is a Distributive Education training station. 
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III. ORGANIZATION OF THE REMAINDER OF THE THESIS 
In Chapter II, the investigator conducted research and 
examined literature in order to obtain a critical review of the history, 
purposes, and methodology of Distributive Education. The results of 
the review of current literature re lated to Distributive Education 
helped to determine the basis and foundation of the philosophy for the 
instigation of a Preparatory Distributive Education program in 
Ellensburg, Washington. 
The methods and procedures used for the investigation are 
presented in Chapter III. This chapter presents an explanation of the 
instrument used in the research, methods of determining the population 
sampled, and details of evaluating the results of the investigation 
based upon the indicated replies from the respondents. 
Chapter IV presents the data received from the questionnaire 
and the results of the investigation. 
In Chapter V the investigator summarizes the results of the 
study, reports conclusions arrived at based upon the findings of the 
investigation, and offers recommendations for further consideration. 
CHAPTER II 
REVIEW OF RELATED LITERATURE 
The purpose of this chapter is to report the opinions of 
educational authorities as to what are the purposes and methodology 
of Distributive Education. 
I. THE CHARACTER AND VALUE OF PREPARATORY 
DISTRIBUTIVE EDUCATION 
The manual Distributive Education Coordinators Guide (8:7-25). 
published by the Coordinating Council for Occupational Education, 
describes the character and content of preparatory classes in the 
following manner: 
The primary purpose of the basic first year in the high school 
preparatory program is to prepare the student for his initial job 
in the field of distributive. This is done by familiarizing the 
student with the availability of careers; developing an interest in 
these careers; and to develop skills, knolwedge, attitudes and 
habits necessary for success in distributive employment (8:25). 
History of Distributive Education 
The George-Dean Act, an act under which Distributive Education 
became recognized as a part of vocational education, approved by the 
74th Congress, June 8, 1936, provided for matching Federal funds on 
a fifty-fifty basis during 1947. Then the Goerge-Barden Act--an act 
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amending, but in reality, rewriting the George-Dean Act--was 
approved by the 79th Congress, August 1, 1946. The George-Barden 
Act is the act under which Distributive Education now operates, with 
the changes to be found in Public Law 88-210, the Vocational Education 
Act of 1963. Under the George-Barden Act, Congress is authorized to 
appropriate the following: 
• . . $2, 500, 000 for vocational education in distributive 
occupations, to be apportioned for expenditure in the several States 
and Territories in the proportion that their total population bears 
to the total population of the States and Territories. . . (8:25). 
The most recent act affecting Distributive Education is Public 
Law 88-210, which is known as the Vocational Education Act of 1963. 
The purpose of the Vocational Education Act of 1963 is stated by the 
Washington State Distributive Education Coordinators Guide as being: 
. . . to assist the States in strengthening, improving and 
expanding their existing programs of vocational education; in 
developing new ones, and in pDoviding part-ti.me employment for 
young persons who need to earn money if they are to continue their 
vocational education (8:7). 
Under the new act, a State may use any of its annual allotment for 
Distributive Education for those working in or preparing to work in a 
distributive occupation. 
Birth of Preparatory Distributive Education 
Blue, in The Spur that D. E. Needed (4:22, 23, 32), refers to 
the Vocational Education Act of 1963 as one which has had tremendous 
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significance with regard to the curriculum aspect of distributive 
education. As a result of the legal provisions of the laws before 1963, 
occupational and classroom training were made concurrent. Blue 
stated that it appears desirable; however, that the students should 
have their preparation for work before they are placed in a work-
training station. 
Historically, Blue continued, distributive education classes 
in public secondary schools have been concerned primarily with the 
teaching of salesmanship and related occupational skills to individuals 
with career objectives in the field of retail selling. The substantial 
number of entry-level jobs in the retail trade. specifically in such 
establishments as general merchandise stores, food stores, apparel 
and accessory stores. drug stores. eating places, and service stations 
- -to name only a few of the typical retail operations- -certainly justifies 
continued emphasis on such topics as techniques of selling, store 
mathematics, merchandise information and retail organizations' 
structure. 
Need for Preparatory Distributive Education 
The manual, A First Look at Distribution, ( 1 :vii) stated that 
the increased complexity of the distributive function and the tremendous 
influence of all of the various aspects of business, one upon the other. 
demand that we be increasingly concerned with aspects of distribution 
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that have been in the past regarded as of minor significance. Such 
functions as leadership development, channels of distribution, 
advertising service functions, wholesaling operations, sales-
supporting operations such as warehousing, financial services, and 
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auxiliary services of all kinds must be included in our educational 
programing if we are to fulfill our obligation to students of distribution. 
In a speech presented at the National Clinic on Distributive 
Education in Washington, D. C., during October of 1963, Marks (13: 
1-9) reported that only five of every one hundred high school students 
now ·take a formal course to help them understand business. Only 
this small minority participates in courses to study business; how 
business serves the community, how America's prosperity depends 
upon distribution, and how America 1 s standard of living is determined 
by distribution. Ours is essentially a world of business. Distribution 
is playing an increasingly important role in our economy. With only 
six per cent of the world's land area and seven per cent of its population, 
this country produces in excess of fifty per cent of the world's goods. 
Fully one-third of the products in use today were unheard of ten years 
ago. Within the last ten years distribution has taken its place as the 
largest and most important activity in our economy. 
Our system of distribution is not only growing bigger, Mary 
Marks continued, but is experiencing dynamic changes that demand 
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new concepts and. changes in methods and techniques of distributing 
America's goods and services. The increasing use of mathematics, 
social sciences, and computer technology in our system of distribu-
tion has resulted in a more sophisticated approach to what was once 
considered a grass roots vocational field. Today, firms engaged in 
the broad field of sales and services are involved with the employment 
of over fifty per cent of the United States' labor force. There has 
been a significant "revolution in distribution. " Trends in employment 
opportunity indicate a growing potential of careers for young people in 
the areas of marketing, merchandising and management. 
Distributive education is a course of study that offers 
vocational technical training to provide balanced, compre-
hensive, instructional programs in all areas of distribution 
and marketing; to aid in improving techniques of distribu-
tion, and to help the students develop and understand the 
social and economic responsibilities of those engaged in 
distribution (13:4). 
This definition probably comes as a surprise to many who have 
in the past regarded Distributive Education as some kind of narrow 
training program designed for only those entering the retail clerking 
field. Mary Marks defines distributive occupations in the following 
manner: 
Distributive occupations include those followed by 
proprietors, managers, or employees engaged primarily 
in marketing, or merchandising goods and services. They 
may be found in various business establishments, including 
but not limited to retailing, wholesaling, manufacturing, 
storing, transporting, financing, and risk bearing (13:5). 
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Thus, according to Marks, an authority in her field, a position 
in any kind of business or organization which includes merchandising, 
marketing, or selling duties is included. Among them are positions 
in retail stores, insurance agencies, advertising agencies, publishing 
houses, manufacturing firms, trade associations, banking businesses, 
trucking companies, and hundreds of others. However, the position 
involved must be concerned with the distribution of products or 
services--selling, advertising. pricing. packaging. market research, 
merchandise control, and the like. Entry jobs in the field of distribu-
tion vary according to the degree of individual responsibility and 
decision-making required of the applicant. Some initial positions 
are satisfying in themselves as career jobs. Others are necessary 
steps to jobs with increased responsibilities and opportunities. 
II. CONTENT AND METHODOLOGY OF PREPARATORY 
DISTRIBUTIVE EDUCATION CLASSES 
The manual, A First Look at Distribution (1 :ix). for Distributive 
Education coordinators of Washington State proposes that the primary 
purpose of preparatory distributive education is to prepare the student 
for his initial job in this broad field of distribution. 
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General Content 
The scope and sequence of a course outline should be designed 
to place emphasis on such areas as orientation to the world of work, 
channels of distribution, recognizing business employment, and 
finally, the background to prepare the individual for actual entry into 
a distributive occupation. There is a definite trend throughout the 
nation to offer preparatory programs at the eleventh grade level as a 
prelude to a senior cooperative distributive education class. The 
continued importance of distributive occupations to the economy of the 
state, and the substantial number of young people seeking initial 
employment in the field of distribution without the benefit of specialized 
training, are reasons enough for a vast encouragement and rapid 
expansion of this type of vocational education. 
In A First Look at Distribution (1 :xi), it is also written that 
Washington State economic growth is running hand in hand with 
increased production and increasing population. The future looks 
bright for young people who are qualified to pursue careers in the 
exciting and dynamic field of distribution. 
According to Career Planning in Distributive Education (10:25), 
by Gilmer, Distributive Education should not be a "catch all" program 
for those who are not going to college, nor for those who merely wish 
to work part-time to earn money. To serve its true purpose in the 
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school, it must be regarded by teachers and administrators as 
desirable education for those who wish to enter some field of distribu-
tion or marketing, regardless of academic ability or plans for post-
high school or college education. In selecting students for a prepara-
tory distributive education class, some career guidance should be 
offered to them. Even though aptitude and interest tests are not 
foolproof, they do give a fairly reliable picture of interests, aptitudes, 
and abilities when these test results are combined with other factors. 
Some of the other important factors considered in addition to test 
results should be the following: information from the student's cumu-
lative folder, teacher ratings, opinions of guidance counselors and 
deans, recommendations of past employers, student interviews, inter-
views with each student's parents, health information from the school 
nurse, application form completed by the student-learner, and job 
interest forms. 
DeBenning in Distributive Education in Oklahoma (7:16) wrote 
about the content of the discipline. He stated that the course outline 
of a class in preparatory distributive education should be developed 
from the theory that any curriculum for distributive education should 
have, as its base, provisions for the occupational needs of the individual. 
Know-how should be the goal of all vocational technical instruction and 
should be centered on employment and career objectives. 
The element of career goals has been the subject of .many 
conversations whenever Distributive Education Coordinators have 
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the opportunity to "talk shop." It is generally agreed, DeBenning 
finds, that the student .must have a specified career interest in the 
field of distribution in order to benefit from this type of specialized 
instruction. Vocational educators agree that .most students should 
have a career goal if they are to put forth .maxi.mum efforts in learning 
skills and knowledges or in .making occupational adjustments. 
The sequence of the preparatory curriculum, according to 
DeBenning. should be developed on a "first-things-first" basis. One 
of the .major criticisms of the traditional cooperative Distributive 
Education offering is that the student .must be spotted in a training 
station before he actually knows what distribution has to offer, or what 
it is all about. In order to elect a career objective. it is obvious that 
one .must know something about the various elements from which the 
choice will be .made. For this reason, an orientation to the field of 
distribution should be the first .major instructional effort. If we accept 
this as the first step, then we .must also acknowledge the fact that 
there .must be a personal relationship here that is the product of the 
individual 1 s personal .makeup, combined with what he has learned, that 
will result in a logical .movement toward the vocational objective of the 
person concerned. 
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It is the consensus of some vocational education teachers, 
DeBenning found, that each high school student has a background of 
untapped personal resources that should be rediscovered and developed 
for practical usage. Such competencies as arithmetic, speaking, 
writing, and capabilities in specific talent areas, have been developed 
during the ten or eleven years of prior schooling. It is obvious that 
there is a need to revive and stimulate these interests and skills 
so that they may be used in the occupational field of the student's 
choice. Many times it is only necessary to point out how these skills, 
talents, attitudes, and understandings can be used practically in a 
working situation. This can result in real enthusiasm for something 
that has seemed only drudgery before this new awareness. 
After relating the field of distribution to the resources of the 
individual, DeBenning believed, the next logical step is to decide on a 
career. Here again we are involved in an orientation process. This 
time we are concerned with pooling the information we have about 
distribution and about the individual and re la ting this combination to 
a specific career that is indicated by the learnings of the past. Careers 
and opportunities, the status, nature, and conditions of the work are 
all necessary for educated choices of a career objective. After dis-
covering the factor involved, then the student will recognize the special 
skills, attitudes, and knowledge that he will need for success on the job. 
At this point in the preparatory program, the technical skills needed 
will be developed so that the trainee will have technical capabilities 
with saleable value. 
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The final unit of study in a preparatory class, DeBenning wrote, 
ought to be eelated to securing and keeping an occupation. This is the 
culminating effort of a one-year program and the result should be a 
job which will sequentially become a possible training station for 
succeeding cooperative classes. 
Methods Used 
To teach Marketing and Distribution in a preparatory distribu-
tive education class, it is important to review the literature on methods 
used to present material in this discipline. Hagenau and Logan, in 
Participation Experience (15: 1), wrote that active participation by the 
student is necessary for effective learning in occupational preparation. 
Hagenau indicates further that this preparation should include a logical 
balance between book learning and action-oriented projects. 
It is suggested in Participation Experiences, by Hagenau and 
Logan ( 15: 13) that each participating experience involve one or more 
of the following categories or classifications of projects which the 
student is expected to complete during a scheduled period of time. 
Classification of Projects 
A. Directed Observation 
1. Viewing selected films and televised programs 
2. Street or floor counts 
3. Trade exhibits and museum visits 
4. "Over-the-shoulder" observations of personnel 
in the employment situation 
5. Trips with management representatives to 
resources (preferably those in close proximity) 
6. Customer calls with sales representatives or 
with delivery services 
7. Attendance at shows and sales rallies 
8. Attendance at Distributive Education Clubs of 
America district or state conferences and 
competitions 
B. Analysis and Evaluation of Appropriate Situations 
and Materials 
1. Case studies 
2. Creative marketing problems 
3. Interviews and surveys 
4. Trade journal reading 
5. Listening to tapes and records 
6. Comparing profit and loss statements 
7. Business games 
C. Discussion -- Small Group Projects 
1. Panel presentations and discussions 
2. Buzz sessions 
3. Committee work 
4. Conference discussions 
5. Brainstorming 
D. Practice 
1. Review of arithmetical processes 
2. Role-playing job incidents with playback by a 
recording device 
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3. Completing programmed materials developed in 
cooperation with trade associations or training 
departments of distributive organizations 
4. Role-playing decision-making by means of 
business games 
5. Participating in employment interviews 
6. Independent study in a product area (15:2-3) 
The real solution to the problem of project involvement is to 
stimulate the desired motivation in the students. If this can be 
accomplished, most projects will be found to be rich in opportunities 
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relating to a vocation or future career in distribution. The assignment 
of individual and group projects has been approached in different ways 
by different teachers. This particular aspect of project training 
seems to be a dilemma all over the country as there has not, as yet, 
appeared any system that has earned national acceptance. 
There are many occasions when a variety of projects may be 
proceeding simultaneously in a class according to Manlove and Beggs, 
in Flexible Scheduling (12:4). It is not necessary that every experience 
of a small group be carried to the large group in the form of a report. 
It would be difficult for a teacher to inform himself along several lines 
well enough to help pupils locate and interpret materials. It is also 
difficult to maintain group unity if all are not pursuing one "unit of 
work" and there is a problem of maintaining communication between 
small groups and large groups. However, with regard to these points, 
it is no more difficult to keep up with varied topics than to keep a 
minority of unwilling group members wholeheartedly pursuing a 
purpose settled on by a majority but not of interest to certain 
individuals. 
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CHAPTER III 
PROCEDURES 
The descriptive method was employed in this study. The 
problem was formulated and a study of related research conducted. 
The investigator used a questionnaire (Exhibit B. Appendix) as an 
instrument to determine whether or not the merchants of Ellensburg. 
Washington, felt that a preparatory distributive education class 
would be of value to students who plan to enter careers in sales and 
sales supporting functions. A cover letter (Exhibit A, Appendix) 
accompanied the questionnaire. 
This questionnaire contained a question to determine whether 
or not the proposed class would be of value to students pursuing employ-
ment in the distributive occupations. The remainder of the question-
naire dealt with twenty-two units of study and related student 
experiences to help measure what content such a proposed class 
should include in these businessmen's opinions. These topics and 
related student experiences were extracted from the manual, A First 
Look at Distribution (1:4-25), which this investigator helped to produce 
for Distributive Education coordinators in the state of Washington. 
Due to the destruction by fire of the records kept by the 
Ellensburg Chamber of Commerce, that office was unable to provide 
a list of Ellensburg business firms. The total population of the 
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study (Ellensburg, Washington, business firms engaged in distribution) 
was identified by using the Ellensburg Telephone Company Directory 
(9:1-87). There were 431 wholesale, retail, and service businesses 
inside the city limits of Ellensburg having telephones. A study 
produced in 1967 by the Kittitas County Port Commission provided 
a comparison of the number of businesses by types to help verify the 
completeness of the list (3:Rl-R2). 
It was decided to omit businesses from the population of the 
study who were engaged in activities too technical to allow employment 
of an entry worker. These were apartment houses, fraternal organi-
zations, concrete construction contractors, excavating contractors, 
electrical contractors, general contractors, auto mechanics, barbers, 
and cosmetologists. 
After the questionnaire was developed and the population of the 
study delineated, a pilot study was conducted. Questionnaires were 
delivered to five members of the Ellensburg, Washington, business 
community. An interview was held with these respondents after they 
completed the questionnaire to determine the adequacy of the instrument. 
These pilot respondents felt that the questionnaire was too long and 
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time consuming, but that it fully covered what the content of a pre-
employment distributive education course should include. The 
questionnaire was not revised; however, rather than ask each respond-
ent to rank all the student experiences included on the questionnaire, 
they were asked only to rank their first three preferences. 
A random sample was then made of the Ellensburg business-
men with a total of 50 questionnaires being distributed. Of these 
fifty, forty-six, or 92 per cent of the total, were returned and tabu-
lated for purposes of this study. The original five pilot study 
responses were not included in these tabulations. It was necessary 
to send a follow-up letter (Exhibit C, Appendix) with another copy of 
the questionnaire to thirty-three members of the random sample. The 
investigator conducted personal interviews with respondents who 
returned incomplete questionnaires to obtain responses to all items. 
By July 31, 1968, forty-six questionnaires had been completed and 
collected. 
The first portion of the questionnaire asked the respondents 
to indicate whether they believed that a pre-employment eleventh 
grade class at Ellensburg High School was necessary. 
The second part of the questionnaire involved the rating of 
twenty-two units of study which were identified. These units of study 
were chosen to develop knowledge, skills, and attitudes useful to 
young people preparing to enter distributive occupations. The 
businessmen were asked to rate these twenty-two topics as follows: 
A - - ESSENTIAL 
B -- DESIRABLE 
C -- SOME VALUE 
D -- NO VALUE 
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The results of the A, B, C, D ratings were then compiled by numbers 
and percentages. Since there were twenty-two unit topics to be 
evaluated by the forty-six businessmen, there were a possible 1, 012 
ratings which could be either "Essential, 11 "Desirable," "Some Value," 
or "No Value. " 
Each unit title on the questionnaire was followed by a list 
of objectives relating to the main unit topic. The respondents were 
requested to rank these related learning experiences by indicating 
their first three choices. A marking of one (1) indicated the most 
important learning experience; two (2) the second most important 
learning experience; and three (3) the next .most valuable learning 
experience gained by teaching the unit. In order to develop a .meaning-
ful evaluation technique to determine the proper sequence of the 
learning experiences in the course outline as identified by the respond-
ents. it was necessary to assign a weight to their responses. 
Therefore, the 11 1" marked by the respondents was weighted with a 
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value of three, the "2" kept the value of two, and the "3" was assigned 
the value of one, which made possible a tally of 6 points for each 
unit per respondent. There were 276 points assigned to each of the 
twenty-two unit learning experiences. 
The weighted responses of these learning experiences were 
tabulated. These responses were recorded item by item, separately, 
by the unit titles through each of the forty-six questionnaires. The 
weighted responses were then tallied. The totals were entered and 
converted to percentages of the weighted value totals. This procedure 
provided a method of evaluating the order of importance of the learning 
experiences as indicated by the businessmen. 
The results of the data were compiled in tabulation form and 
presented in Chapter IV. 
CHAPTER IV 
PRESENTATION OF THE DA TA 
Chapter III delineated the methods and procedures employed 
in the questionnaire development, population determination, sample 
selection, instrument circulation, follow-up, questionnaire accumu-
lation, and analysis. This chapter will present the data tallied from 
forty-six questionnaires completed by members of a sample of 
merchants in Ellensburg, Washington. 
I. DESIRABILITY OF PROVIDING A PRE-EMPLOYMENT 
DISTRIBUTIVE EDUCATION COURSE 
The first portion of the questionnaire requested the respond-
ents to indicate whether they believed that a pre-employment eleventh 
grade class at Ellensburg High School was necessary. All of the 
forty-six respondents, or 100 per cent, indicated "Yes" to this portion 
of the questionnaire. 
II. IMPORTANCE OF UNITS AS RA TED 
BY RESPONDENTS 
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Tables I through IV display the twenty-two unit topics arranged 
in a sequence according to "Essential," "Desirable, " "Some Value, " 
and "No Value" ratings as judged by respondents. Combinations of 
these ratings are shown in Tables V and VI. 
Units Rated "Essential" 
Table I, page 29, shows the topics receiving "Essential" 
ratings by the forty-six respondents, according to frequency of choice. 
As depicted on this table, over one-half the respondents felt that 
nearly 50 per cent of the total unit topics were "Essential" to a course 
of preparatory distributive education. All of the unit topics were 
rated "Essential" by at least some of the respondents. "The Profit 
Motive Foundation of American Business" was rated by 39, or 84. 8 
per cent, of the respondents as being "Essential." The respondents 
felt attitudes to be valuable when 38, or 82. 6 per cent, indicated 
"Development of Personal Characteristics for Employability" to be 
"Essential." The local merchants sampled indicated that marketing 
must be customer oriented. Thirty-seven, or 80. 4 per cent, rated 
"Understand the Customer From a Business Viewpoint" as being 
"Essential" to the course. 
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TABLE I 
UNITS ON QUESTIONNAIRE RATED AS "ESSENTIAL" 
BY RESPONDENTS 
Times Per Cent 
UNIT TITLE Rated of 
Essential Responses 
The Profit Motive Foundation of American 
Business 39 84.8 
Development of Personal Characteristics 
for Employability 38 82.6 
Understand the Customer from a Business 
Viewpoint 37 80.4 
Govern.ment, Law, and Taxes as Related 
to Business 33 71. 7 
Careers and Opportunities in Retailing, 
Wholesaling, and Service Businesses 33 71. 7 
Self-Analysis as a Step Toward the 
World of Work 32 69. 6 
How to Apply for a Job 32 69.6 
Keeping That Job and Moving Ahead 32 69. 6 
Selling Oneself in a Personal Interview 30 65.2 
Analysis of Employment 26 56.5 
Plan for a Continuing Education to 
Progress in Business 22 47.8 
Opportunities Available to You 20 43.5 
How Communications Can Be Used 
in Business 16 34.8 
TABLE I (Continued) 
UNIT TITLE 
Movement of Goods and Services from the 
Producer to the Consumer 
Performance Functions for the 
Entry Worker 
How Mathematics Is Used in Business 
Transactions 
Telephone Techniques for Business 
Cash Register Theory and Operation 
Responsibilities for Safety and Security 
The Types of Retailing, Wholesaling, and 
Service Businesses 
How Retailing, Wholesaling, and Service 
Businesses are Organized 
How Talents, Hobbies, and Family 
Background are Significant to 
Career Planning 
Units Rated'besirable" 
Times 
Rated 
Essential 
12 
11 
10 
9 
8 
6 
4 
4 
3 
30 
Per Cent 
of 
Responses 
26. 1 
23. 9 
21. 7 
19.6 
17.4 
13. 0 
8.7 
8.7 
6. 5 
All the unit topics were rated "Desirable" by 13 to 78. 3 per cent 
of the respondents. An interesting observation in regard to the 
"Desirable" ratings points out the effect of the large number of 
"Essential" ratings which were received as shown on Table I. This 
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factor must be taken into consideration when considering ratings on 
Table II. For example, the top three rated "Essential" units, 
receiving 39, 38, and 37 responses respectively, received only 6, 
7. and 8 responses when judged "Desirable." One respondent could 
not mark both "Essential" and "Desirable"; therefore, these two must 
be considered together. 
TABLE II 
UNITS ON QUESTIONNAIRE RA TED AS "DESIRABLE" 
BY RESPONDENTS 
UNIT TITLE 
How Retailing, Wholesaling, and Service 
Businesses are Organized 
The Types of Retailing, Wholesaling, and 
Service Businesses 
How Mathematics is Used in Business 
Transactions 
Responsibilities for Safety and Security 
Performance Functions for the Entry Worker 
Cash Register Theory and Operation 
How Communications Can Be Used in 
Business 
Telephone Techniques for Business 
Times 
Rated 
Per Cent 
of 
Desirable Responses 
36 78.3 
35 76.1 
32 69.6 
28 60.9 
27 58.7 
27 58.7 
27 58.7 
26 56.5 
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TABLE II (Continued) 
Times Per Cent 
UNIT TITLE Rated of 
Desirable Responses 
Opportunities Available to You 22 47.8 
How Talents, Hobbies, and Family 
Background are Significant to Career 
Planning 13 28.3 
Plan for Continuing Education to 
Progress in Business 12 26.9 
Self-Analysis as a Step Toward the 
World of Work 11 23. 9 
Movement of Goods and Services from the 
Producer to the Consumer 10 21. 7 
Selling Oneself in a Personal Interview 10 21. 7 
Government, Law, and Taxes as 
Related to Business 8 17.4 
Understand the Customer from a 
Business Viewpoint 8 17.4 
Careers and Opportunities in Retailing, 
Wholesaling, and Service Businesses 8 17.4 
Analysis of Employment 8 17.4 
How to Apply for a Job 8 17.4 
Keeping That Job and Moving Ahead 8 17.4 
Development of Personal Characteristics 
for Employability 7 15. 2 
The Profit Motive Foundation of 
American Business 6 13.0 
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Units Rated of "Some Value" 
As a result of the forty-six respondents rating so many of the 
units "Essential" and "Desirable," the number of respondents rating 
the units of "Some Value" was markedly fewer. as shown on Table III. 
The three unit topics (1) "The Profit Motive Foundation of American 
Business"; (2) "Development of Personal Characteristics for 
Employability"; and (3) "Understand the Customer from a Business 
Viewpoint" rated "Essential" most frequently on Table I, are shown on 
Table III as being marked least frequently as of "So.me Value." 
TABLE III 
UNITS ON QUESTIONNAIRE RATED AS "SOME VALUE" 
BY RESPONDENTS 
Times Rated Per Cent of 
UNIT TITLE "So.me Value" Responses 
How Talents. Hobbies, and Family 
Background are Significant to 
Career Planning 29 63. 0 
Movement of Goods and Services from 
the Producer to the Consumer 21 45.7 
Government, Law, and Taxes as Related 
to Business 11 23.9 
Analysis of Employment 10 21. 7 
Cash Register Theory and Operation 10 21. 7 
Telephone Techniques for Business 9 19. 6 
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TABLE III (Continued) 
UNIT TITLE 
Ti.mes Rated Per Cent of 
"Some Value" Responses 
Responsibilities for Safety and Security 
Development of Personal Characteristics 
for Employability 
How Retailing, Wholesaling, and Service 
Businesses are Organized 
How to Apply for a Job 
Selling Oneself in a Personal Interview 
Keeping That Job and Moving Ahead 
Performance Functions for the Entry Worker 
Careers and Opportunities in Retailing. 
Wholesaling, and Service Business 
Government, Law, and Taxes as 
Related to Business 
Opportunities Available to You 
Self Analysis as a Step Toward the 
World of Work 
How Mathematics is Used in Business 
9 
7 
6 
6 
6 
6 
6 
5 
5 
4 
3 
Transactions 3 
How Communications Can be Used in Business 3 
Understand the Customer from a Business 
Viewpoint 
Development of Personal Characteristics 
for Employability 
The Profit Motive Foundation of American 
Business 
1 
1 
0 
19.6 
15. 2 
13.0 
13. 0 
13. 0 
13. 0 
13.0 
10.9 
10.9 
8. 7 
6. 5 
6.5 
6. 5 
2.2 
2.2 
o.o 
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Units Rated of "No Value" 
As shown on Table IV, page 36, there were only ten units rated 
of "No Value" by the respondents. The unit topics receiving 6. 5 per 
cent ratings of "No Value" were units (1) "Responsibilities for Safety 
and Security"; and (2) "Movement of Goods and Services from the 
Producer to the Consumer." Table IV shows that only 1. 7 per cent of 
the total possible ratings for the entire course outline were of "No 
Value." 
Units Rated "Essential" and "Desirable" 
Table V, page 37, shows the order of the units of study 
deter.mined by the ratings of the respondents when combining the 
"Essential" and "Desirable" ratings. The purpose of combining the 
"tssential" and "Desirable" ratings was to deter.mine what the 
Ellensburg Business.men felt to be the most important units in the 
course of study. Table V presents the sequence of the units judged 
most important based upon their aggregate "Essential" and "Desirable" 
ratings as compiled from the questionnaire. 
The value of the twenty-two unit topics was determined when 
nineteen of the twenty-two units, or 86 per cent, received "Essential" 
and "Desirable" ratings by over 7 3 per cent of the Ellensburg 
Businessmen. 
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TABLE IV 
SEQUENCE OF UNITS DETERMINED "NO VALUE" BY RATINGS 
Times Per Cent 
UNIT TITLE Rated of 
"No Value" Responses 
Responsibilities for Safety and 
Security 3 6.5 
Movement of Goods and Services from 
the Producer to the Consumer 3 6.5 
Telephone Techniques for Business 2 4.3 
Performance Functions for the 
Entry Worker 2 4.3 
Analysis of Employment 2 4.3 
Cash Register Theory and Operation 1 2.2 
Plan for a Continuing Education to 
Progress in Business 1 2.2 
How Talents, Hobbies, and Family 
Background Are Significant to 
Career Planning 1 2.2 
How Mathematics is Used in 
Business Transactions 1 2.2 
The Profit Motive Foundation of 
American Business 1 2.2 
NOTE: Total possible ratings: 1012 (22 units x 46 respondents) 
Total "No Value" ratings: 17 
Per Cent "No Value" ratings: 1. 7 per cent 
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TABLE V 
SEQUENCE OF UNITS DETERMINED BY THE AGGREGATE 
OF "ESSENTIAL" AND "DESIRABLE" 
RA TINGS BY RESPONDENTS 
UNIT TITLE 
The Profit Motive Foundation of 
American Business 
Development of Personal Characteristics 
for Employability 
Understand the Customer from a 
Business Viewpoint 
Self-Analysis as a Step Toward the 
World of Work 
How Communications Can be Used 
in Business 
Opportunities Available to You 
How Mathematics is Used in 
Business Transactions 
Careers and Opportunities in Retailing, 
Wholesaling, and Service Businesses 
How to Apply for a Job 
Selling Oneself in a Personal Interview 
Keeping That Job and Moving Ahead 
The Types of Retailing, Wholesaling, 
and Service Businesses 
Ti.mes Rated 
"Essential" and 
"Desirable" 
45 
45 
45 
43 
43 
42 
42 
41 
40 
40 
40 
39 
Per Cent 
of 
Responses 
97.8 
97.8 
97.8 
93.5 
93. 5 
91. 3 
91. 3 
89.0 
87.0 
87.0 
87.0 
84.8 
TABLE V (Continued) 
UNIT TITLE 
Government, Law, and Taxes 
as Related to Business 
Performance Functions for the 
Entry Worker 
Cash Register Theory and Operation 
Telephone Techniques for Business 
Plan for a Continuing Education to 
Progress in Business 
Analysis of Employment 
Responsibilities for Safety and Security 
Movement of Goods and Services from 
the Producer to the Consumer 
How Talents, Hobbies, and Family 
Background are Significant to 
Career Planning 
How Retailing, Wholesaling, and 
Service Businesses are Organized 
Times Rated 
"Essential" and 
"Desirable" 
38 
38 
35 
35 
34 
34 
34 
22 
16 
10 
Units Rated "Essential," "Desirable," and "Some Value" 
38 
Per Cent 
of 
Responses 
82.6 
82.6 
76.1 
76. 1 
73.9 
73.9 
73.9 
47.8 
34.8 
21. 7 
Table VI, page 39, shows the sequence of units determined 
valuable by the aggregate of "Essential," "Desirable," and "Some 
Value" ratings as judged by the forty-six respondents to the questionnaire. 
TABLE VI 
THE SEQUENCE OF UNITS DETERMINED VALUABLE 
BY THE AGGREGATE OF "ESSENTIAL" AND "DESIRABLE" 
AND "SOME VALUE" RATINGS BY RESPONDENTS 
Ti.mes Rated 
UNIT TITLE Valuable 
Government, Law, and Taxes as 
Related to Business 46 
The Types of Retailing, Wholesaling, 
and Service Businesses 46 
How Retailing, Wholesaling, and Service 
Businesses are Organized 46 
Understand the Customer from a 
Business Viewpoint 
Self-Analysis as a Step Toward the 
World of Work 
Development of Personal Characteristics 
for Employability 
Careers and Opportunities in Retailing, 
Wholesaling, and Service Businesses 
Opportunities Available to You 
How to Apply for a Job 
Selling Oneself in a Personal Interview 
Keeping That Job and Moving Ahead 
How Communications Can be Used 
in Business 
46 
46 
46 
46 
46 
46 
46 
46 
46 
Per Cent 
100.0 
100.0 
100.0 
100.0 
100.0 
100.0 
100.0 
100.0 
100.0 
100.0 
100.0 
100.0 
39 
40 
TABLE VI (Continued) 
Times Rated 
UNIT TITLE Valuable Per Cent 
The Profit Motive Foundation of 
American Business 45 97.8 
How Mathematics Is Used in 
Business Transactions 45 97.8 
How Talents, Hobbies, and Family 
Background Are Significant to 
Career Planning 45 97.8 
Plan for a Continuing Education to 
Progress in Business 45 97.8 
Cash Register Theory and Operation 45 97.8 
Analysis of Employment 44 95.7 
Performance Functions for the 
Entry Worker 44 95.7 
Telephone Techniques for Business 44 95. 7 
Movement of Goods and Services from 
The Producer to the Consumer 43 93.5 
Responsibilities for Safety and Security 43 93. 5 
Ninety-three and five tenths per cent of the respondents indicated 
that every unit contained some value. The total possible ratings for the 
twenty-two units was 1, 012 ratings of either "Essential," "Desirable, " 
"Some Value," or "No Value" (22 units x 46 respondents). Nine hundred 
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ninety-five or 98. 3 per cent of the possible 1, 012 ratings were either 
"Essential," "Desirable," or of "So.me Value," as shown on Table VI, 
page 39. The results, therefore, show that only 1. 7 per cent of the 
topics rated were of "No Value." 
An interesting observation when comparing Table VI and 
Table IV is the inverse relationship in the listing of the units of study. 
In spite of the fact that these were ranked in order from least value 
to most value, all the units of study were deemed to have some value 
as shown by 98. 3 per cent favorable response to all units' value. 
III. RANKING OF UNIT OBJECTIVES 
Tables VII through XXVIII exhibit the unit topics and learning 
experiences, or unit objectives, ranked according to their order of 
importance as indicated by respondents. This order of importance was 
determined by the weighted values assigned as explained in Chapter III. 
These units are arranged in the same order for analysis in these tables 
as they appeared on the questionnaire. 
Movement of Goods and Services from the Producer to the Consumer 
As shown on Table VII, page 42, of the total of forty-six 
respondents, 12, or 26. 1 per cent, rated this unit "Essential," to a 
preparatory distributive education course. and 10, or 21. 7 per cent, 
TABLE VII 
MOVEMENT OF GOODS AND SERVICES FROM 
THE PRODUCER TO THE CONSUMER 
UNIT VALUE 
Essential 
Desirable 
So.me Value 
No Value 
NUMBER 
12 
10 
21 
3 
UNIT OBJECTIVES: PER CENT 
Understand the importance of education 
about the .movement of goods and services 
from producers to consumers 
Understand that everything we use and all 
of our physical surroundings have been 
provided by the distribution of goods and 
services 
Realize that al.most all employment in our 
country requires distributive knowledge and 
abilities 
Understand that America's standard of 
living is determined by distribution 
Know that America 1 s prosperity depends 
upon these channels of distribution 
Know the relative number of people employed 
in distribution as compared with other fields 
31. 9 
26. 1 
13. 4 
12.3 
10.5 
5.8 
42 
PER CENT 
26.1 
21. 7 
45.7 
6.5 
RANK 
1 
2 
3 
4 
5 
6 
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ranked it "Desirable." However, the greatest number, 21, or 45. 7 
per cent, of the respondents rated the topic only of "So.me Value" 
while 3, or 6. 5 per cent rated it of "No Value." This unit is proved 
valuable to the course as exhibited by 93. 5 per cent of the responses. 
The six unit objectives for this topic have been ranked in order 
of their importance as indicated by the business.men. The relative 
importance was established by the weighted values assigned them. 
The two student experiences ranked 1 and 2 account for 58 per cent 
of the weighted value for all objectives related to this topic. 
The Profit Motive Foundation of American Business 
The forty-six respondents have indicated, as tabulated in 
Table VIII, page 44, that 39, or 84. 8 per cent, of them felt the 
Profit Motive was an "Essential" unit to include in a preparatory 
Distributive Education class. Six, or 13 per cent, rated it as a 
desirable unit; no one rated it of "Some Value; and only one, or 2. 2 
per cent, rated the topic of "No Value. " 
The five proposed unit objectives were ranked in order of their 
importance by the businessmen. The three most valued objectives were 
assigned 40. 2 per cent, 31. 2 per cent, and 19. 5 per cent respectively. 
These tabulations are shown on Table VIII which indicates that the 
merchants of Ellensburg, Washington, feel that students should be 
TABLE VIII 
THE PROFIT MOTIVE FOUNDATION 
OF AMERICAN BUSINESS 
UNIT VALUE 
Essential 
Desirable 
Some Value 
No Value 
UNIT OBJECTIVES: 
Be aware of the significance of private 
ownership of capital, competition, the 
profit motive, and risk and profit 
Understand how the strength of our 
distributive system depends upon 
competition and profit 
Understand the nature of the American 
economic system 
Realize that the profit element can be 
in many and various forms 
Be aware of the fact that we enjoy 
economic freedom 
NUMBER 
39 
6 
0 
1 
PER CENT 
40.2 
31. 2 
19. 5 
5.4 
3. 7 
4.4 
PER CENT 
84.8 
13.0 
0 
2.2 
RANK 
1 
2 
3 
4 
5 
aware of the significance of private ownership of capital, competition, 
the profit motive, and risk and profit. These merchants also indicate 
that students ought to understand how the strength of our distributive 
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system depends upon competition and profit and further understand 
the nature of the American economic system. 
Government, Law, and Taxes as Related to Business 
None of the forty-six respondents rated this unit as having 
"No Value," as shown on Table IX, page 46. Thirty-three, or 71. 7 
per cent, indicated an "Essential" rating; eight, or 17. 4 per cent, 
marked a "Desirable" rating; and five, or 10. 9 per cent, showed it 
as having "Some Value." 
The five objectives for this unit were ranked from a high of 
35. 9 per cent to a low of 4. 3 per cent of the total weighted tallies. 
The largest rank, 35. 9 per cent, felt that employers and employees 
ought to be familiar with their rights and obligations in relationship 
to one another. 
Types of Retailing, Wholesaling, and Service Businesses 
Table X denotes that none of the forty-six respondents assigned 
a "No Value" rate to this topic. However, only 4., or 8. 7 per cent, 
rated it as "Essential." The greatest number, 35, or 76. 1 per cent 
of the respondents felt it was "Desirable," while 7, or 15. 2 per cent, 
rated this topic of "Some Value." 
There were four objectives ranked by the businessmen from 
a weighted value of 37. 3 per cent to as low as 11. 9 per cent. 
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TABLE IX 
GOVERNMENT, LAW, AND TAXES AS RELATED TO BUSINESS 
UNIT VALUE 
Essential 
Desirable 
Some Value 
No Value 
UNIT OBJECTIVES: 
Be familiar with the rights and obligations 
of employers and employees 
Be familiar with the many federal, state, 
and local laws that affect business and 
the individual 
Understand the reasons for regulation 
of business 
Understand the necessity of taxes and 
know how they affect business and the 
individual 
Appreciate the importance and score of 
government regulations 
NUMBER PER CENT 
33 71. 7 
8 17.4 
5 10.9 
0 0 
PER CENT RANK 
35.9 1 
27.9 2 
19.2 3 
12.7 4 
4. 3 5 
The largest proportion, 37. 3 per cent, ranked the knowledge of the 
marketing processes that .move a product from producer to consumer 
as the .most important objective, while 30. 1 per cent indicated that 
TABLE X 
THE TYPES OF RETAILING, WHOLESALING, AND 
SERVICE BUSINESSES 
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UNIT VALUE NUMBER PER CENT 
Essential 
Desirable 
Some Value 
No Value 
UNIT OBJECTIVES: 
Understand the marketing processes 
that move a product from producer 
to consumer 
Know about channels of distribution 
Should know the various marketing 
functions of each kind of business 
Be able to identify the various businesses 
4 
35 
7 
0 
PER CENT 
37.3 
30.1 
20.7 
11. 9 
8.7 
76. 1 
15.2 
0 
RANK 
1 
2 
3 
4 
students ought to know about channels of distribution of products; and 
20. 7 per cent reported that students ought to even understand the 
various marketing functions of each kind of business. 
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How Retailing, Wholesaling, and Service Businesses Are Organized 
This topic was rated by 36, or 78. 3 per cent, of the 4.6 business-
men with a value of "Desirable," by 6, or 13. 0 per cent, as "Some 
Value, " and by 4, or 8, 7 per cent as "Essential." No one responding 
marked a rating of "No Value" for this topic. The tabulations are 
reported in Table XI. 
TABLE XI 
HOW RETAILING, WHOLESALING, AND SERVICE 
BUSINESSES ARE ORGANIZED 
UNIT VALUE 
Essential 
Desirable 
Some Value 
No Value 
UNIT OBJECTIVES: 
Understand the organization of a business 
and the functions of the many elements 
of a business 
Be aware of the various kinds of selling 
procedures and organizational patterns 
that are utilized to move goods 
NUMBER PER CENT 
4 8. 7 
36 78.3 
6 13. 0 
0 0 
PER CENT RANK 
52.2 1 
47.8 2 
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There were only two main objectives offered for the Ellensburg 
businessmen to rank related to this topic. The larger per cent, 52. 2, 
felt that the .most important objective was the knowledge of the organi-
zation of a business and the functions of the many elements of a 
business. The second most important objective received 4.7. 8 per 
cent of the weighted value of these outcomes and indicated that it was 
important that students be aware of the various kinds of selling 
procedures and organizational patterns that are utilized to move goods. 
Understand the Customer from a Business Viewpoint 
According to the ratings reported as Table XII, page 50, this 
topic was rated by 37, or 80. 4 per cent, as "Essential, " 8. or 17. 4 
per cent, as "Desirable" and only one, or 2. 2 per cent, as "So.me 
Value." No one marked this topic as having "No Value." 
There were six related objectives to this unit of study which 
were ranked by the Ellensburg Businessmen. They were assigned 
weighted value rankings from 2. 5 per cent to 38. 8 per cent. The two 
objectives related to this topic, accounting for 68. 5 per cent of the 
total weighted responses were: Understand the important role of the 
consumer in our economy and his behavior in the market place, 38. 8 
per cent; and Understand the wide gamut of buying motives, 29. 7 per 
cent. 
50 
TABLE XII 
UNDERSTAND THE CUSTOMER FROM A BUSINESS VIEWPOINT 
UNIT VALUE NUMBER PER CENT 
Essential 37 
Desirable 8 
So.me Value 1 
No Value 0 
UNIT OBJECTIVES: PER CENT 
Understand the important role of the 
consumer in our economy and his behavior 
in the market place 38. 8 
Understand the wide gamut of buying .motives 29. 7 
Know that it is important to study the customer 13. 4 
Know that there are many kinds of customers; 
commercial, industrial, and ultimate consumers 
Realize that the teenager of today is the mature 
custo.mer of to.morrow 
Be able to project present consumer trends 
into the future 
Self Analysis as a Step Toward the World of Work 
8.4 
7.2 
2.5 
80.4 
17.4 
2.2 
0 
RANK 
1 
2 
3 
4 
5 
6 
Table XIII, page 51, lists the ratings as indicated by the forty-
six respondents to this portion of the questionnaire. Thirty-two, or 
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TABLE XIII 
SELF ANALYSIS AS A STEP TOWARD THE WORLD OF WORK 
UNIT VALUE 
Essential 
Desirable 
Some Value 
No Value 
UNIT OBJECTIVES: 
Develop a positive attitude toward employment 
Be aware of his personal capacities, interests, 
aptitudes and abilities as they relate to 
employment 
Realize the importance of having a goal 
Be able to evaluate his own potentialities 
for gainful employment and recognize his 
own worth and limitations 
Understand how his employment will affect 
his social and economic life 
NUMBER 
32 
11 
3 
0 
PER CENT 
40.2 
32.2 
18.5 
5. 8 
3.3 
PER CENT 
69. 6 
23.9 
6.5 
0 
RANK 
1 
2 
3 
4 
5 
69. 6 per cent, gave this unit an "Essential" rating, while 11, or 23. 9 
per cent, rated it "Desirable." Three of the respondents, or 6. 5 per cent, 
felt it contained "So.me Value" while none of the respondents felt it was 
of nNo Value." 
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Of the five related objectives listed under this unit topic, 
40. 2 per cent of the respondents felt that development of a "positive 
attitude toward employment" was the most important objective offered. 
These objectives and their rankings of importance are shown on 
Table XIII. 
Development of Personal Characteristics for Employability 
Of forty- six respondents, 38, or 82. 6 per cent, felt this unit 
"Essential, 11 and 7, or 15. 2 per cent, felt it "Desirable." Only one 
respondent felt the unit of "Some Value," while none of the forty-six 
businessmen felt it to be of "No Value." 
There were nine unit objectives related to the main title, and 
41. 7 per cent of the respondents felt that the most important unit 
objective was the development and practice of discipline of proper work 
habits and the use of time. The second most important objective 
involved the understanding of attitudes to professional accomplishments. 
An indicated 26. 8 per cent of the respondents felt that students ought 
to understand that attitudes are a deciding factor in professional accom-
plishment. Of the nine objectives listed the least important, as 
indicated by the businessmen, was "Know that characteristics can be 
transmitted via telephone." This objective received only O. 3 per cent 
of the possible 100 per cent total. 
TABLE XIV 
DEVELOPMENT OF PERSONAL CHARACTERISTICS 
FOR EMPLOYABILITY 
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UNIT VALUE NUMBER PER CENT 
Essential 
Desirable 
Some Value 
No Value 
UNIT OBJECTIVES: 
Develop and practice the discipline of work- -
proper attitudes and the proper use of time 
Understand that attitudes are a deciding 
factor in professional accomplishment 
Recognize the importance of personal 
characteristics in competing for employment 
Realize his personal worth to himself and 
his employer 
Understand the value of good fellowship and 
good human relations 
Know that a good personality is the result 
of taking every opportunity to sell himself 
Develop more personal and social poise 
38 
7 
1 
0 
PER CENT 
41. 7 
26.8 
15.9 
5. 1 
5. 1 
3. 3 
1. 8 
82.6 
15.2 
2.2 
0 
RANK 
1 
2 
3 
4 
5 
6 
7 
How Mathematics is Used in Business Transactions 
Ten, or 21. 7 per cent, of the respondents indicated this unit 
to be of "Essential" value. Thirty-two, or 69. 6 per cent, felt that it 
warranted a "Desirable" rating. Three, or 6. 5 per cent, indicated 
it was of "So.me Value" while only 1, or 2. 2 per cent, felt the unit 
.merited a "No Value" rating. 
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There were six unit objectives related to the teaching of the 
unit, and the .majority of the respondents, or 37. 0 per cent felt the 
most important objective was "Know where he stands in relation to his 
.mathematical competency. " The second most important outcome 
involved the development of a logical attitude toward .mathematics, 
and received 22. 8 per cent of the 276 possible weighted values. The 
objective teceiving the least important rating, as judged by the 
respondents, was "Review and recall the fundamental skills of .mathe-
matics." This objective received only 6. 9 per cent of the total 
weighted respondent indications. 
How Communications Can Be Used in Business 
Sixteen, or 34. 8 per cent, of the business.men felt the unit was 
"Essential." Twenty-seven, or 58. 7 per cent, felt it "Desirable" and 
3, or 6. 5 per cent, felt it had "So.me Value." None of the respondents 
felt the unit to be of "No Value. 11 
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TABLE XV 
HOW MATHEMATICS IS USED IN BUSINESS TRANSACTIONS 
UNIT VALUE NUMBER PER CENT 
Essential 
Desirable 
Some Value 
No Value 
UNIT OBJECTIVES: 
Know where he stands in relation to 
his mathematical competency 
Develop a logical attitude towards 
mathematics 
Realize that the use of mathematics in 
distribution is basic and can be learned 
by students who have a weakness in the 
area 
Understand the effect of errors on business 
Understand the important role of mathematics 
in distribution 
Review and recall the fundamental skills 
of mathematics 
10 21.7 
32 69.6 
3 6.5 
1 2.2 
PER CENT RANK 
37.0 1 
22.8 2 
17.0 3 
8.7 4 
7.6 5 
6.9 6 
There were six unit objectives related to the main topic with 
42. 4 per cent of the businessmen indicating a need for the student 
to be appreciative of the value of communicative skills. The 
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respondents indicated 28. 6 per cent felt the value of telephone to the 
business field to be an important objective to be reached, and 21. 7 
per cent felt the student should "Understand that people are judged 
and rated by the way they talk, write, and spell." 
Table XVI shows how the businessmen judged the value of the 
unit and unit objectives on Communications in Business. 
TABLE XVI 
HOW COMMUNICATIONS CAN BE USED IN BUSINESS 
UNIT VALUE NUMBER PER CENT 
Essential 16 34.8 
Desirable 27 58.7 
Some Value 3 6.5 
No Value 0 0 
UNIT OBJECTIVES: PER CENT RANK 
Be appreciative of the value of com-
municative skills: speaking, writing, 
listening 42.4 1 
Realize the value of the telephone to business 28.6 2 
Understand that people are judged and rated 
by the way they talk, write, and spell 21. 7 3 
Be aware of the sales potential of a letter 
or an oral presentation 4.7 4 
Have an increased ability to communicate 2.6 5 
How Talents, Hobbies, and Family Background Are Significant 
to Career Planning 
According to the ratings as shown on Table XVII, only 3, 
57 
or 6. 5 per cent, of the business.men felt this unit to be "Essential." 
Thirteen, or 28. 3 per cent, felt the unit to be "Desirable," while 29, 
or 63. 0 per cent, felt it to have "Some Value." One, or 2. 2 per cent, 
of the respondents felt the unit to be of "No Value." 
Of the four objectives related to the teaching of this unit, 43. 5 
per cent of the respondents' indications showed that the student ought 
to "Realize that he has a wealth of accumulated background from prior 
years • . . " The second most important objective was "Identify 
his main interests," and received 30. 8 per cent of the tally. 
Plan for a Continuing Education to Progress in Business 
Twenty-two, or 47. 8 per cent, of the respondents felt this unit 
to be "Essential." Twelve, or 26. 1 per cent, felt it "Desirable" and 
11, or 23. 9 per cent, felt it to have "Some Value." One, or 2. 2 per 
cent, of the business.men felt it to have "No Value." 
Table XVIII, page 59, shows there were seven objectives listed 
under this unit title in the questionnaire. 37. 7 per cent of the respond-
ents felt the most important objective involved the development of a 
thirst for knowledge and information along a specialty line. The 
TABLE XVII 
HOW TALENTS, HOBBIES, AND FAMILY BACKGROUND ARE 
SIGNIFICANT TO CAREER PLANNING 
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UNIT VALUE NUMBER PER CENT 
Essential 
Desirable 
So.me Value 
No Value 
UNIT OBJECTIVES: 
Realize that he has a wealth of accumulated 
background from prior years--he should 
utilize this to good advantage 
Identify his main interests 
Understand that interest is not the same 
as ability 
Find strength in accomplishments and 
experiences 
3 6.5 
13 28.3 
29 63.0 
1 2. 2 
PER CENT RANK 
43.5 1 
30.8 2 
16.3 3 
9.4 4 
second most important objective, as indicated by the businessmen, 
received 31. 5 per cent showing it important that students "Develop a 
logical attitude toward the contemporary view that any worthwhile 
career will require continuing education. " 
TABLE XVIII 
PLAN FOR A CONTINUING EDUCATION 
TO PROGRESS IN BUSINESS 
UNIT VALUE 
Essential 
Desirable 
Some Value 
No Value 
UNIT OBJECTIVES: 
Develop a thirst for knowledge and 
information along his specialty line 
Develop a logical attitude toward the 
contemporary view that any worthwhile 
career will require continuing education 
Be aware of the scope of Distribution 
and the importance of academic studies in 
broadening his knowledge and opportunities 
Realize that his goals and objectives will 
change with new technology 
Understand that reading is a very success-
ful means of self-education 
Realize that reading and learning about 
one's chosen career can be exciting and 
interesting 
Understand the value of qualifications and 
the desirability of being prepared 
Know how to get additional information for 
"se lf-educa ti on" 
NUMBER 
22 
12 
11 
1 
PER CENT 
37.7 
31. 5 
9.8 
6,9 
5. 1 
3.6 
3.3 
2. 1 
59 
PER CENT 
47.8 
26.1 
23.9 
2.2 
RANK 
1 
2 
3 
4 
5 
6 
7 
8 
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Careers and Opportunities in Retailing, Wholesaling, 
and Service Businesses 
-·---
According to the ratings as shown on Table XIX, page 61, 
33, or 71. 7 per cent, felt the unit to be "Essential. " Eight, or 17. 4. 
per cent, felt it to be "Desirable," and five, or 10. 9 per cent, felt 
it to have "Some Value." None of the respondents felt it to have 
"No Value. tr 
Of the six objectives listed with this unit on the questionnaire, 
37. 0 per cent felt it important for the student to "Realize that his 
ultimate achievement depends upon his individual capacity and 
motivation. " The next important objective, as indicated by the 
respondents, received 26. 8 per cent and is related to the students' 
knowing about the career opportunities in distribution. 
Analysis of Employment 
Table XX, page 62, shows that 26, or 56. 5 per cent, of the 
respondents felt the unit to be "Essential." Eight, or 17. 4 per cent, 
felt it to be "Desirable" while 10, or 21, 7 per cent, indicated it to 
be of "Some Value." Two, or 4. 4 per cent, of the businessmen felt 
it to be of "No Value. 11 
There were five unit objectives listed with the unit topic, and 
38. 0 per cent of the businessmen felt that it was most important that 
TABLE XIX 
CAREERS AND OPPORTUNITIES IN RETAILING, WHOLESALING, 
AND SERVICE BUSINESSES 
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UNIT VALUE NUMBER PER CENT 
Essential 
Desirable 
Some Value 
No Value 
UNIT OBJECTIVES: 
Realize that his ultimate achievement 
depends upon his individual capacity and 
motivation 
Know about the thousands of career 
opportunities in distribution 
Be developing an individual occupational 
plan for himself, including job requirements, 
education plans, possible advancement 
patterns, methods of attaining necessary 
results, and adjusting plans 
Be directed toward a realistic occupational 
objective for himself 
Be appreciative of the fact that his choice of 
an occupational goal can allow for a shift 
within the range. 
Understand that some students must adjust to 
the fact that they can contribute most in a 
low level job which might not require 
additional training 
33 
8 
5 
0 
PER CENT 
37,0 
26.8 
21. 4 
5.8 
4.7 
4. 3 
71. 7 
17. 4. 
10.9 
0 
RANK 
1 
2 
3 
4 
5 
6 
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TABLE XX 
ANALYSIS OF EMPLOYMENT 
UNIT VALUE NUMBER PER CENT 
Essential 
Desirable 
Some Value 
No Value 
UNIT OBJECTIVES: 
Know what employers expect 
from employees 
Understand the factors influencing 
the choice of work: duties, hours, 
conditions, etc. 
Be a ware of the essentials for 
success in the chosen field 
Know about union requirements, 
licenses, legal requirements, benefits, 
and compensations 
Know why some fail in their chosen 
careers 
26 
8 
10 
2 
PER CENT 
38.0 
33.0 
15.9 
9. 1 
4.0 
56. 5 
17.4 
21. 7 
4.4 
RANK 
1 
2 
3 
4 
5 
the student "Know what employers expect from employees. " The 
second most important objective involved the understanding of factors 
influencing the choice of work, and received 33. 0 per cent of the 
businessmen's choices. The objectives are shown in their entirety, 
along with percentages, on Table XX. 
Performance Functions for the Entry Worker 
Of the forty- six respondents returning the questionnaire, 11, 
or 23. 9 per cent, felt this unit to be "Essential." Twenty-seven, or 
58. 7 per cent, felt it to be "Desirable," and 6, or 13. 1 per cent, 
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felt it to have "Some Value." Two, or 4. 3 per cent, of the business-
men felt the unit to be of "No Value." 
There were five related objectives to this unit of study which 
were ranked by the businessmen of Ellensburg. Their rankings 
ranged from 1. 9 per cent to 43. 8 per cent. The objective ranked 
most important in Table XXI, page 64, received 43. 8 per cent of the 
weighted values, and indicated that the student ought to be aware of 
the many activities that an employed person is required to perform in a 
distributive business The second objective in importance was shown 
to receive 29. 0 per cent of tota 1 respondent indications. It involved 
the student's ability in recording sales and other transactions. 
Cash Register Theory and Operation 
Eight, or· 17. 4 per cent, of the businessmen felt this unit to be 
"Essential" while 27, or 58. 7 per cent, felt it to be "Desirable. " 
Ten, or 21. 7 per cent, of the responding businessmen felt the unit 
had "Some Value, 11 and only 1, or 2. 2 per cent, felt it to have "No 
64. 
TABLE XX! 
PERFORMANCE FUNCTIONS FOR THE ENTRY WORKER 
UNIT VALUE NUMBER PER CENT 
Essential 11 23.9 
Desirable 27 58.7 
Some Value 6 13. 1 
No Value 2 4.3 
UNIT OBJECTIVES: PER CENT RANK 
Be aware of the many activities that 
an employed person is qequired to 
perform in a distributive business 43.8 1 
Be capable of recording sales and 
other transactions 29. 0 2 
Know the kinds of transactions conducted 
by a Distributive business 21. 7 3 
Know about the various machines used 
in Distributive occupations 3.6 4 
Be familiar with wrapping and 
packaging functions 1. 9 5 
Value." 
Of the four related objectives listed in the unit, there were two 
student understandings which received the same, 35. 9 per cent, rating 
from businessmen. These objectives involved the awareness of the value 
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of the cash register as a tool; and an acquaintance with various types 
of machines for recording transactions. These objectives are listed 
on Table XXII, page 66. 
Telephone Techniques for Business 
Table XXIII, page 67, denotes that 9, or 19. 6 per cent, of the 
businessmen felt the unit to be "Essential;" 26, or 56. 5 per cent, 
felt it to be "Desirable;" 9, or 19. 6 per cent, indicated the unit to 
have ''Some Value;" and 2, or 4. 3 per cent, rated it as having "No 
Value." 
The four unit objectives received ranking in order from 37. 0 
per cent to 4. 4 per cent. The most important objective, as shown by 
the respondents, received 37. 0 per cent of the indications. This 
proves the need for the students to "Have a good telephone personality." 
The second most important outcome, receiving 32. 2 per cent of the 
weighted values, was "Recognize the telephone as one of the most 
frequently used means of communication. " 
Responsibilities for Safety and Security 
Six, or 13. 0 per cent, of the Ellensburg businessmen felt the 
unit to be "Essential." Twenty-eight, or 60~ 9 per cent, felt it to be 
"Desirable, 11 while 9, or 19. 6 per cent, rated the unit as having 
"Some Value." Three, or 6. 5 per cent, of the businessmen felt the 
TABLE XXII 
CASH REGISTER THEORY AND OPERATION 
UNIT VALUE 
Essential 
Desirable 
Some Value 
No Value 
UNIT OBJECTIVES: 
Be aware of the value of the cash 
register as a tool of .management 
Understand the various types of 
.machines for recording transactions 
Foresee the changes involved in this area 
of transaction reporting and visualize the 
relationship between data processing and 
the common cash register 
Have a working knowledge of cash register 
operation including register cleaning 
and tape installation 
unit contained "No Value. " 
NUMBER 
8 
27 
10 
1 
PER CENT 
35.9 
35.9 
20.3 
7.9 
66 
PER CENT 
17.4 
58.7 
21. 7 
2.2 
RANK 
1 
2 
3 
4 
Of the four unit objectives listed, the respondents showed a 
38. 0 per cent group felt the first outcome was "Be interested in all 
aspects of safety as applied to the business, the customers, and to 
himself." Table XXIV shows all unit objectives as ranked by the 
business.men. 
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TABLE XXIII 
TELEPHONE TECHNIQUES FOR BUSINESS 
UNIT VALUE NUMBER PER CENT 
Essential 
Desirable 
Some Value 
No Value 
UNIT OBJECTIVES: 
Have a good telephone personality 
Recognize the telephone as one of the 
most frequently used means of 
communication 
Develop skill and facility in using 
the telephone so as to enhance his 
value to the employer 
Comprehend the value of and have a 
working knowledge of telephone directory 
use in business 
Opportunities Available to You 
9 
26 
9 
2 
PER CENT 
37.0 
32.2 
26.4 
4.4 
19.6 
56. 5 
19. 6 
4. 3 
RANK 
1 
2 
3 
4 
This unit was judged "Essential" by 20, or 43. 5 per cent, of 
the forty-six respondents; "Desirable" by 22, or 47. 8 per cent; 
"Some Value" by 4, or 8. 7 per cent; and none of the .merchants fel' 
to be of "No Value." 
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TABLE XXIV 
RESPONSIBILITIES FOR SAFETY AND SECURITY 
UNIT VALUE NUMBER PER CENT 
Essential 
Desirable 
So.me Value 
No Value 
UNIT OBJECTIVES: 
Be interested in all aspects of 
safety as applied to the business, 
the customers, and to himself 
Have a working concept of safe 
money handling 
Recognize the prob le.ms existing 
in regard to shoplifting and counter-
feiting 
Be aware of the serious nature of 
safety as applied to business 
6 
28 
9 
3 
PER CENT 
38.0 
23.6 
22.5 
15.9 
13. e 
60.9 
19 6 
6,5 
RANK 
1 
2 
3 
4 
Table XXV, page 69, indicates the most important objective 
received 32. 2 per cent of respondent selections. This objective 
involved the need to "Know how to contact a prospective employer." 
The second most important objective received 15. 6 per cent of the 
responses, while two objectives each received 14. 9 per cent of the 
TABLE XXV 
OPPORTUNITIES AVAILABLE TO YOU 
UNIT VALUE 
Essential 
Desirable 
Some Value 
No Value 
UNIT OBJECTIVES: 
Know how to contact a prospective 
employer 
Evaluate his goal in terms of his 
qualifications 
Know what is necessary to become 
hired in his chosen field 
Realize that all elements should 
be considered in a personal inventory 
Be able to develop a personal data 
sheet and permanent employment file 
Know how to complete an application 
blank, prepare for, and participate 
in the job interview 
Develop a basic entry wedge into 
his chosen career 
NUMBER 
20 
22 
4 
0 
PER CENT 
32.2 
15,6 
14.9 
14.9 
8.3 
7.9 
6.2 
69 
PER CENT 
43,5 
47.8 
8.7 
0 
RANK 
1 
2 
3 
4 
5 
6 
7 
weighted values for the third most important teaching outcome: 
that a student ought to know what is necessary to become employed 
in his chosen field; and should realize that all elements should be 
considered in a personal inventory. 
How to Apply for a Job 
Table XXVI, page 71, shows the forty- six respondents' 
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opinions of the value of the unit, "How to Apply for a Job. " Thirty-two, 
or 69. 6 per cent, felt the unit to be "Essential, " while 8, or 17. 4 
per cent, felt it to be "Desirable." Six, or 13. 0 per cent, felt it had 
"Some Value, " while none of the businessmen felt it to be of "No 
Value." 
There were eight objectives listed under this unit topic. The 
first objective received 34. 1 per cent total weighted responses. It 
involved students knowing "how to .make a favorable impression on the 
employer. " The next .most important objective, "Have a review of 
appearance and good grooming, " received 30. 4 per cent of the total 
weighted responses. Their third choice, receiving 12. 0 per cent of 
the total response, was the objective "Be aware of the possibility of 
employment tests. 11 
Selling Oneself in a Personal Interview 
Of the forty-six respondents returning answers to this portion 
TABLE XXVI 
HOW TO APPLY FOR A JOB 
UNIT VALUE 
Essential 
Desirable 
So.me Value 
No Value 
UNIT OBJECTIVES: 
Know how to .make a favorable 
impression on the employer 
Have a review of appearance and 
good grooming 
Be aware of the possibility of 
employment tests 
Know how to fill in an application 
Know why people fail to get the jobs 
they seek 
Know how to leave the door open for 
call-backs 
Know how to plan a job campaign 
Be able to analyze turn-downs 
NUMBER 
32 
8 
6 
0 
PER CENT 
34. 1 
30.4 
12.0 
6.2 
5.1 
5. 1 
4.7 
2.4 
71 
PER CENT 
69.6 
17.4 
13.0 
0 
RANK 
1 
2 
3 
3 
5 
6 
7 
8 
of the questionnaire, 30, or 65. 2 per cent, felt the unit "Essential"; 
10, or 21. 7 per cent, felt the unit "Desirable" while 6, or 13. 1 
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per cent, felt it to be of "Some Value." 
As shown in Table XXVII, page 7 3, there were five objectives 
to this unit topic on the questionnaire. The first objective, receiving 
35. 5 per cent of the weighted values, stated that students should 
"Know that there will be all types of interviewers and be ready for 
them. 11 The second ranked objective, 31. 5 per cent of the total 
possible weighted response. concerns students being prepared to 
handle interview situations successfully. There were 20. 0 per cent 
of the total weighted responses showing as third choice the objective 
"Be prepared for the various kinds of questions possible during an 
interview. " 
Keeping That Job and Moving Ahead 
Table XXVIII, page 74. displays the fact that 32, or 69. 6 
per cent, of the forty-six respondents felt that this topic ought to be 
included in the proposed class with a rating of "Essential. " Eight, 
or 17. 4 per cent, rated the topic as "Desirable." Six, or 13. 0 per cent. 
of the respondents rated this topic of "So.me Value." None of the 
respondents rated this unit topic of "No Value. 11 
There were four objectives to this unit to be ranked by the 
respondents on the questionnaire. The objective, "Develop good work 
habits, '' received the first place rating of 43. 8 per cent of the total 
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TABLE XXVII 
SELLING ONESELF IN A PERSONAL INTERVIEW 
UNIT VALUE NUMBER PER CENT 
Essential 
Desirable 
So.me Value 
No Value 
UNIT OBJECTIVES: 
Know that there will be all types of 
interviewers, and be ready for them 
Be prepared to handle interview 
situations successfully 
Be prepared for the various kinds 
of questions possible during an 
interview 
Understand the general utilization 
pattern of an interview by the 
employer 
Know the various types of interviews 
30 
10 
6 
0 
PER CENT 
35.5 
31. 5 
20.0 
8.0 
5.0 
65.2 
21. 7 
13. 1 
0 
RANK 
1 
2 
3 
4 
5 
possible weighted responses; the second place objective, "Recognize 
his responsibilities for teamwork," received 30. 1 per cent of the 
responses; and the third choice, "Recognize the fact that the employer 
will be rating him continually," received 20. 3 per cent of the weighted 
responses. 
TABLE XXVIII 
KEEPING THAT JOB AND MOVING AHEAD 
UNIT VALUE 
Essential 
Desirable 
So.me Value 
No Value 
UNIT OBJECTIVES: 
Develop good work habits 
Recognize his responsibilities for 
teamwork 
Recognize the fact that the employer 
will be rating him continually 
Avoid self-sabotage of his career 
NUMBER 
32 
8 
6 
0 
PER CENT 
43. 8 
30.1 
20.3 
5.8 
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PBR CENT 
69.6 
17.4 
13. 0 
0 
RANK 
1 
2 
3 
4. 
CHAPTER V 
SUMMARY, CONCLUSIONS, RECOMMENDATIONS 
I. SUMMARY 
The purpose of this study was (1) to determine whether or 
not the businessmen of Ellensburg, Washington, felt a preparatory 
distributive education class would be of value to students who plan to 
enter careers in distribution; (2) to determine what the course 
content ought to consist of, as judged by the Ellensburg Businessmen 
based on a questionnaire; and (3) to determine the importance of the 
unit objectives. 
A review of the literature pointed out that 50 per cent of the 
total labor force of this nation is engaged in distributive occupations 
which deal with sales and sales supporting functions, indicating a need 
for preparatory distributive education classes for high school students. 
Authorities felt that a course in preparatory distributive education 
provides for students an exploratory experience in marketing and 
distribution; provides occupational technical training for an entry 
level job in sales and sales supporting work; and provides value to 
students who might elect to enroll in the twelfth grade co-op program. 
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The methods and procedures employed in the questionnaire 
development, population determination, sample selection, instrument 
circulation and follow-up, and questionnaire accumulation and pro-
cedures for analysis were delineated. The survey method of research 
was employed in this study. The questionnaire was designed to 
deter.mine the desirability and content of a pre-employment distribu-
tive education course in Ellensburg, Washington, according to the 
opinions of local business.men. The population included all the retail, 
wholesale, and service businesses of Ellensburg, Washington, with the 
exception of those .mentioned in Chapter III whose technical occupations 
would not allow employment of an entry worker. The pilot study 
produced a consensus of opinion that the questionnaire was too lengthy 
and time consuming, but that it fully covered the discipline. Through 
the use of a table of random numbers, a sample of fifty was selected 
omitting the members of the pilot study. Fifty questionnaires we.re 
distributed. A follow-up letter and a second copy of the questionnaire 
were mailed to thirty-three members of the sample, and a personal 
interview was conducted with each member of the sample who did not 
respond or who failed to complete all the items on the questionnaire. 
By July 31, 1968, forty-six questionnaires had been completed and 
collected. 
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An analysis of the data compiled from forty-six questionnaires 
completed by members of a sample of merchants in Ellensburg, 
Washington, showed that 100 per cent of the respondents felt that 
a pre-employment eleventh grade class at Ellensburg High School 
would be of value. The pre-employment class would operate to 
familiarize students with the knowledge, skills, and attitudes necessary 
to be successfully employed in retail, wholesale, and service busi-
nesses. 
The results of the questionnaire also showed that of the 
twenty-two proposed teaching units within the course, 98. 3 per cent 
of the ratings showed the units to have value. Of the total ratings 
possible, only 1. 7 per cent were "No Value." Therefore, an over-
whelming .majority of raters indicated that the entire course outline 
had value. Over 73 per cent of the Ellensburg business.men rated all 
of the twenty-two units either "Essential" or "Desirable." 
Over one-half the respondents felt that nearly 50 per cent of 
the total unit topics were "Essential" to a course of preparatory 
distributive education. All the unit topics were rated "Essential" by 
at least some of the respondents. Any one respondent could not mark 
"Essential," "Desirable," and "Some Value" ratings for a particular 
topic. The tables showing tallies of "Essential, 11 "Desirable," "Some 
Value," and "No Value" ratings have little value individually. Each 
respondent could only choose one of these ratings. Therefore, the 
items frequently rated "Essential" show very few "Desirable" or 
"Some Value" ratings. The tables showing combinations of these 
ratings are of more value in considering the value of the topics 
to a preparatory distributive education class. 
II. CONCLUSIONS 
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As a result of this investigation, (1) it is concluded that the 
addition of a preparatory distributive education class to the curricu-
lum of Ellensburg High School would not be objectionable to the 
. merchants of Ellensburg, Washington; (2) it is further realized that 
such a proposed course would be accepted by the businessmen as a 
training ground for the development of the knowledge, skills, and 
attitudes necessary for successful employment in sales and sales 
supporting functions; (3) research showed that certain marketing, 
merchandising, and management positions need superior people to fill 
them; (4) college preparatory students who plan to major in such areas 
as business administration, distributive education, advertising, 
retailing, or other kinds of business curricula in college can benefit 
from enrollment in a distributive education preparatory class; and 
(5) it is concluded that the proposed course of study should include 
all of the unit topics listed on the questionnaire. 
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III. RECOMMENDATIONS 
It is recommended that: 
(1) A class in preparatory distributive education be added to 
the curriculum of Ellensburg High School, Business Education 
Department, for eleventh grader-s; 
(2) The preparatory distributive education class be designed 
to familiarize students with the knowledge, skills, and attitudes 
necessary to become successfully employed in retail, wholesale, 
and service businesses in Ellensburg, Washington; and 
(3) The following course outline, which includes the course 
objectives, be used by the instructor. 
COURSE OUTLINE 
PREPARATORY DISTRIBUTIVE EDUCATION 
Ellensburg High School, Ellensburg, Washington 
Objectives 
1. The preparatory distributive education class in Ellensburg 
will be an occupational technical class of instruction in .merchandising, 
marketing, and .management that will train people for gainful employ-
ment in distributive vocations. 
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2. This class will promote high standards of operation in 
the distribution of goods and services through the improvement of 
marketing and merchandising practices throughout the distributive 
field. It will aim to aid the increase of efficiency of the distributive 
worker; aid the buying public through better services to consumers; 
and aid distributive owners and managers to conduct their business 
operations efficiently for the benefit of the consumer, employer, and 
employee. 
3. The class will aim for a better understanding of the mutual 
problems of consumer, employer, and employee while developing a 
broader understanding of the social and economic responsibilities 
of those engaged in distributive occupations in a free competitive 
society. 
Units to be Included 
1. MOVEMENT OF GOODS AND SERVICES FROM THE PRODUCER 
TO THE CONSUMER 
a. Understand the importance of education about the 
movement of goods and services from producers to 
consumers. 
b. Understand that everything we use and all of our physical 
surroundings have been provided by the distribution of 
goods and services. 
c. Realize that almost all employment in our country requires 
distributive knowledge and abilities. 
d. Understand that America's standard of living is deter.mined 
by distribution. 
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e. Know that America's prosperity depends upon these channels 
of distribution. 
f. Know the relative number of people employed in distribu-
tion as compared with other fields. 
2. THE PROFIT MOTIVE--FOUNDATION OF AMERICAN BUSINESS 
a. Be aware of the significance of private ownership of 
capital, co.mpetition, the profit motive, and risk and 
profit. 
b. Understand how the strength of our distributive system 
depends upon competition and profit. 
c. Understand the nature of the American economic system. 
d. Realize that the profit element can be in many and various 
forms. 
e. Be aware of the fact that we enjoy economic freedom. 
3. GOVERNMENT, LAW, AND TAXES AS RELATED TO BUSINESS 
a. Be familiar with the rights and obligations of employers 
and employees. 
b. Be familiar with the many federal, state, and local laws 
that govern business and the individual. 
c. Understand the reasons for regulation of business. 
d. Understand the necessity of taxes and know how they affect 
business and the individual. 
4. THE TYPES OF RETAILING, WHOLESALING, AND SERVICE 
BUSINESSES 
a. Understand the marketing processes that move a product 
from producer to consumer. 
b. Know about channels of distribution. 
c. Should know the various marketing functions of each kind 
of business. 
d. Be able to identify the various businesses. 
5. HOW RETAILING, WHOLESALING, AND SERVICE BUSINESSES 
ARE ORGANIZED 
a. Understand the organization of a business and the functions 
of the many elements of a business. 
b. Be aware of the various kinds of selling procedures and 
organizational patterns that are utilized to move goods. 
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6. UNDERSTAND THE CUSTOMER FROM A BUSINESS VIEWPOINT 
a. Understand the important role of the consumer in our 
economy and his behavior in the market place. 
b. Understand the wide gamut of buying .motives. 
c. Know that it is important to study the customer. 
d. Know that there are many kinds of customers: 
commercial, industrial, and ultimate consumers. 
e. Realize that the teenager of today is the mature 
customer of tomorrow. 
f. Be able to project present consumer trends into the 
future. 
7. SELF ANALYSIS AS A STEP TOWARD THE WORLD OF WORK 
a. Develop a positive attitude toward employment. 
b. Be aware of his personal capacities, interests, aptitudes 
and abilities as they relate to employment. 
c. Realize the importance of having a goal. 
d. Be able to evaluate his own potentialities for gainful 
employment and recognize his own worth and limitations. 
e. Understand how his employment will affect his social 
and economic life. 
8. DEVELOPMENT OF PERSONAL CHARACTERISTICS FOR 
EMPLOYABILITY 
a. Develop and practice the discipline of work--proper 
attitudes and the proper use of time. 
b. Understand that attitudes are a deciding factor in 
professional accomplishment. 
c. Recognize the importance of personal characteristics 
in competing for employment. 
d. Realize his personal worth to himself and his employer. 
e. Understand the value of good fellowship and good human 
relations. 
f. Know that a good personality is the result of taking 
every opportunity to sell oneself. 
g. Develop more personal and social poise. 
h. Know that characteristics can be transmitted via telephone. 
9. HOW MATHEMATICS IS USED IN BUSINESS TRANSACTIONS 
a. Develop the .mathematical skills necessary for handling 
problems which will be encountered on the job. 
b. Develop a logical attitude toward mathematics. 
c. Realize that the use of mathematics in distribution 
is basic and can be learned by students who have a 
weakness in the area. 
d. Understand the effect of errors on business. 
e. Understand the important role of mathematics in 
distribution. 
f. Review and recall the fundamental skills of mathematics. 
g. Know where he stands in relation to his mathematical 
competency. 
10. HOW COMMUNICATIONS CAN BE USED IN BUSINESS 
a. Be appreciative of the value of communicative skills; 
speaking, writing, listening. 
b. Realize the value of the telephone to business. 
c. Understand that people are judged and rated by the way 
they talk, write, and spell. 
d. Be aware of the sales potential of a letter or an oral 
pre sen ta ti on. 
e. Have an increased ability to communicate. 
11. HOW TALENTS, HOBBIES, AND FAMILY BACKGROUND ARE 
SIGNIFICANT TO CAREER PLANNING 
fr.. Realize that he has a wealth of accumulated background 
from prior years--he should utilize this to good 
advantage. 
b. Identify his main interests. 
c. Understand that interest is not the same as ability. 
d. Find strength in accomplishments and experiences. 
12. PLAN FOR A CONTINUING EDUCATION TO PROGRESS IN 
BUSINESS 
a. Develop a thirst for knowledge and information along his 
specialty line. 
b. Develop a logical attitude toward the contemporary view 
that any worthwhile career will require continuing 
education. 
c. Be aware of the scope of Distribution and the importance 
of academic studies in broadening his knowledge and 
opportunities. 
d. Realize that his goals and objectives will change with new 
technology. 
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e. Understand that reading is a very successful means of 
self-education. 
f. Realize that reading and learning about one's chosen 
career oan be exciting and interesting. 
g. Understand the value of qualifications and the desirability 
of being prepared. 
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h. Know how to get additional information for "self-education." 
13. CAREERS AND OPPORTUNITIES IN RETAILING, WHOLESALING, 
AND SERVICE BUSINESSES 
a. Realize that his ultimate achievement depends upon his 
individual capacity and motivation. 
b. Know about the thousands of career opportunities in 
distribution. 
c. Be developing an individual occupational plan for himself, 
including job requirements. education plans, possible 
advancement patterns. methods of attaining necessary 
results, and adjusting plans. 
d. Be directed toward a realistic occupational objective 
for himself, narrower than the field of distribution. 
e. Be appreciative of the fact that his choice of an occupa-
tional goal can allow for a shift within the range. 
f. Understand that some students must adjust to the fact 
that they can contribute most in a low- level job which 
might not require additional training. 
14. ANALYSIS OF EMPLOYMENT 
a. Know what employers expect from employees. 
b. Understanding the factors influencing the choice of work: 
duties, hours. conditions, etc. 
c. Be aware of the essentials for success in the chosen field. 
d. Know about union requirements, licenses, legal require-
ments, benefits, and compensations. 
15. PERFORMANCE FUNCTIONS FOR THE ENTRY WORKER 
a. Be aware of the many activities that an employed person 
is required to perform in a distributive business. 
h. Be capable of recording sales and other transactions. 
c. Know the kinds of transactions conducted by a Distributive 
business. 
d. Know about the various machines used in Distributive 
occupations. 
e. Be familiar with wrapping and packaging functions. 
16. CASH REGISTER THEORY AND OPERATION 
a. Be aware of the value of the cash register as a tool of 
management. 
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b. Understanding the various types of machines for recording 
transactions. 
c. Foresee the changes involved in this area of transaction 
reporting and visualize the rela~ionship between data 
processing and the common cash register. 
d. Have a working knowledge of cash register operation 
including register cleaning and tape installation. 
17. TELEPHONE TECHNIQUES FOR BUSINESS 
a. Have a good telephone personality. 
b. Recognize the telephone as one of the most frequently 
used means of communication. 
c. Develop skill and faeility in using the telephone so as to 
enhance his value to the employer. 
d. Comprehend the value of and have a working knowledge of 
telephone directory use in business. 
18. RESPONSIBILITIES FOR SAFETY AND SECURITY 
a. Be interested in all aspects of safety as applied to the 
business, the customers, and to himself. 
b. Have a working concept of safe money handling. 
c. Recognize the problems existing in regard to shoplifting 
and counterfeiting. 
d. Be aware of the serious nature of safety as applied 
to business. 
19. OPPORTUNITIES AVAILABLE TO YOU 
a. Know how to contact a prospective employer. 
b. Evaluate his goal in terms of his qualifications. 
c. Know what is necessary to become hired in his chosen field. 
d. Realize that all elements should be considered in this 
personal inventory. 
e. Be able to develop a personal data sheet and permanent 
employment file. 
f. Know how to complete an application blank. prepare for 
and participate in the job interview. 
g. Develop a basic entry wedge into his chosen career. 
86 
20. HOW TO APPLY FOR A JOB 
a. Know how to make a favorable impression on th.e employer. 
b. Have a review of appearance and good grooming. 
c. Be aware of the possibility of employment tests. 
d. Know how to fill in an application. 
e. Know why people fail to get the jobs they seek. 
f. Kn"ow how to leave the door open for call-backs. 
g. Know how to plan a job campaign. 
h. Be able to analyze turn-downs. 
21. SELLING ONESELF IN A PERSONAL INTERVIEW 
a. Know that there will be all types of interviewers and 
be ready for them. · 
b. Be prepared to handle interview situations successfully. 
c. Be prepared for the various kinds of questions possible 
during an interview. 
d. Understand the general utilization pattern of an 
interview by the employer. 
e. Know the various types of interviews. 
22. KEEPING THAT JOB AND MOVING AHEAD 
a. Develop good work habits. 
b. Recognize his responsibilities for teamwork. 
c. Recognize the fact that the employer will be rating 
him continually. 
d. Avoid self-sabotage of his career. 
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APPENDIX 
April 26, 1968 
There is a fee ling among some teachers and school administrators 
that Ellensburg High School should add a vocational pre-employment 
class offering during the junior year. This class would familiarize 
high school students with the skills, knowledge, and attitudes 
necessary to be successfully employed in retail, wholesale, and 
service businesses. 
In an effort to obtain your point of view on this issue, I am 
requesting your cooperation as a businessman in Ellensburg to 
complete the enclosed questionnaire. A self-addressed envelope 
is enclosed for your convenience. The results of this survey 
will be mailed to you shortly after they are tabulated and analyzed. 
Your response will be confidential and no references will be made 
in the report to the names of individuals or firms. Thank you for 
your participation. 
wmw 
Enclosure 
Sincerely yours, 
Edgar McDowell 
Distributive Education Coordinator 
Ellensburg High School 
May 14, 1968 
Two weeks ago, I mailed you a que~tionnaire in an effort to obtain 
your point of view about an eleventh/ grade preparatory distributive 
education class. This proposed class would differ from the senior 
cooperative class we have been operating these past two years in 
that it would be taught without the on-the-job training eX}'erience. 
It will allow the students to gain foundation skills, attitudes, and 
understandings necessary for successful employment in retail, whole-
sale, and service businesses. 
In order for the results of this study to be of value. it is necessary 
that your opinions be included. Your responses will be confidential, 
and no references will be made in the report to the names of 
individuals or firms. 
I am enclosing another copy of the questionnaire for your convenience. 
jml 
Enclosure 
Sincerely yours, 
Edgar McDowell 
Distributive Education Coordinator 
Ellensburg High School 
QUESTIONNAIRE TO DETERMINE ELLENSBURG BUSINESSMEN'S 
OPINION ON THE VALUE AND CONTENT OF A 
PRE-EMPLOYMENT DISTRIBUTIVE EDUCATION COURSE 
Do you believe that a pre,..employment eleventh grade class 
at Ellensburg High School which would familiarize students with the 
knowledge. skills and attitudes necessary to be successfully employed 
in retail, wholesale, and service businesses would be of vUue? 
Please circle: Yes No 
The following is a list of specific units of study which may be 
taught to develop skills, understandings and attitudes useful to young 
people enterin.g employment in businesses like yours. Some of these 
. . 
units are more important than others. Please indicate which of the 
following ratings most nearly reflects your opinion for each unit by 
placing an A, B, C, or D in the blank preceding the title of the unit. 
Then, please rank the subtopics with numerals 1, 2, 3, 4, etc. in 
order of their importance to the main topic. 
A. ESSENTIAL--Topic should definitely be included in the 
proposed class. 
B. DESIRABLE--Topic should be included .. but less important 
than A. 
C. SOME VALUE--Topic could be included,. but less important 
than A or B. 
D. NO VALUE--Topic should not be included in the proposed 
class. 
A completed example follows: 
A RETAIL SALESMANSHIP 
_3_To become aware of the importance and obligations of 
salesmanship to a free-competitive society. 
2 To develop a working concept of the principles of sales-
--manship. 
1 To develop techniques of skillful application of sales 
- principles and techniques built upon high standards of 
ethics and integrity. 
MOVEMENT OF GOODS AND SERVICES FROM THE PRODUCER 
--TO THE CONSUMER 
Understand the importance of education about the movement 
--of goods and services from producers to consumers. 
Know that America's prosperity depends upon these channels 
--of distribution. 
__ Realize that almost all employment in our country requires 
distributive knowledge and abilities. 
Understand that everything we use and all of our physical 
--surroundings have been provided by the distribution of 
goods and services. 
Know the relative number of people employed in distribu-
--tion as compared with other fields. 
Understand that America's standard of living is determined 
--by distribution. 
Other 
THE PROFIT MOTIVE--FOUNDATION OF AMERICAN BUSINESS 
Understand how the strength of our distributive system 
--depends upon competition and profit. 
Understand the nature of the American economic system. 
--Be aware of the fact that we enjoy economic freedom. 
--Realize that the profit element can be in many and various 
--forms. 
Be aware of the significance of private ownership of 
--capital, competition. the profit motive. and risk and 
profit. 
Other 
__ GOVERNMENT. LAW AND TAXES AS RELATED TO BUSINESS 
Understand the reasons for regulation of business. 
--Appreciate the importance and scope of government 
--regulations. 
· Be familiar with the many federal, state and local laws 
-that affect business and the individual. 
Understand the necessity of taxes and know how they 
--affect business and the individual. 
Be familiar with the rights and obligations of employers 
--and employees. · 
Other 
THE TYPES OF RETAILING. WHOLESALING, AND SERVICE 
--BUSINESSES 
Know about channels of distribution. 
--Be able to identify the various businesses. 
--Should know the various marketing functions of each 
--kind of business. 
Understand the marketing processes that move a product 
--from producer to consumer. 
Other 
_HOW RETAILING. WHOLESALING. AND SERVICE BUSINESSES 
ARE ORGANIZED 
Be aware of the various kinds of selling procedures and 
--organizational patterns that are utilized to move goods. 
Understand the organization of a business and the functions 
--of the many elements of a business. 
Other 
UNDERSTAND THE CUSTOMER FROM A BUSINESS VIEWPOINT 
__ Know that there are many kinds of customers: commercial. 
industrial. and ultimate consumers. 
Understand the wide gamut of buying motives. 
=Be able to project present consumer trends ipto the future. 
Understand the important role of the consumer in our 
--economy and his behavior in the market place. 
Baalize that the teenager of today is the mature customer 
--of tomorrow. 
Know that it is important to study the customer. 
-Other 
SELF ANALYSIS AS A STEP TOWARD THE WORLD OF WORK 
Develop a positive attitude toward employment. 
=Be aware of his personal capacities. interests. aptitudes 
and abilities as they relate to employment. 
_Be able to evaluate his own potentialities for gainful 
employment and recognize his own worth and limitations. 
__ Understand how his employment will affect his social and 
economic life. 
Realize the importance of having a goal. 
~Other · 
DEVELOPMENT OF PERSONAL CHARACTERISTICS FOR 
--EMPLOYABILITY 
Develop and practice the discipline of work--proper 
--attitudes and the proper use of time. 
Develop more personal and social poise. 
--Recognize the importance of personal characteristics 
--in competing for employment. 
Realize his personal worth to himself and his employer. 
--Understand that attitudes are a deciding factor in 
-professional accomplishment. 
Know that characteristics can be transmitted via telephone. 
--Understand the value of good fellowship and good human 
--relations. 
. Know that a good personality is the result of taking every 
--opportunity to sell oneself. 
Other 
HOW MA THE MA TICS IS USED IN BUSINESS TRANSACTIONS 
Develop a logical attitude toward mathematics. 
--Understand the important role of .mathematics in 
--distribution. 
Realize that the use of mathematics in distribution is 
--basic and can be learned by students who have a weakness 
in the area. 
Review and recall the fundamental skills of mathematics. 
--Understand the effect of errors on business. 
--Know where he stands in relation to his mathematical 
competency. 
Develop the mathematical skills necessary for handling 
--problems which will be encountered on the job. 
Other 
HOW COMMUNICATIONS CAN BE USED IN BUSINESS 
__ Be appreciative of the value of communicative skills: 
speaking, writing, listening. 
Realize the value of the telephone to business. 
=Be aware of the sales potential of a letter or an oral 
presentation. 
__ Have an increased ability to communicate. 
Understand that people are judged and rated by the way 
--they talk, write and spell. · 
Other 
HOW TALENTS, HOBBIES, AND FAMILY BACKGROUND ARE 
--· SIGNIFICANT TO CAREER PLANNING 
Realize that he has a wealth of accumulated background 
--from prior years--he should utilize this to good advantage. 
Identify his main interests. 
--Understand that interest is not the same as ability. 
--Find strength in accomplishments and experiences. 
--Other 
PLAN FOR A CONTINUING EDUCATION TO PROGRESS IN 
-BUSINESS 
Develop a logical attitude toward the contemporary view 
--that any worthwhile career will require continuing education. 
Understand that reading is a very successful means of 
--self-education. 
Develop a thirst for knowledge and information along his 
--specialty line. · 
Realize that reading and learning about one 1 s chosen 
--career can be exciting and interesting. 
Know how to get additional information for 11 self-education. 11 
--Be aware of the scope of Distribution and the importance 
--of academic studies in broadening his knowledge and 
opportunities. 
__ Realize that his goals and objectives will change with new 
technology. 
Understand the value of qualifications and the desirability 
--of being prepared. 
Other 
CAREERS AND OPPORTUNITIES IN RETAILING, WHOLESALING, 
--AND SERVICE BUSINESSES 
__ Know about the thousands of career opportunities in 
distribution. 
Be directed toward a realistic occupational objective for 
-himself, narrower than the field of distribution. 
Be appreciative of the fact that his choice of an oc·cupational 
--goal can allow for a shift within the range. 
Realize that his ultimate achievement depends upon his 
--individual capacity and motivation. 
Be developing an individual occupationalplanfor himself, 
--including job requirements, education plal)s~ possible 
advancement patterns, methods of &.tlaining necessary 
results, and adjusting plans. 
Understand that some students must adjust to the fact 
--that they can contribute most in a low-level job which 
might not require additional training. 
Other 
ANALYSIS OF EMPLOYMENT 
Understanding the factors influencing the choice of work: 
--duties, hours, conditions, etc. · 
Know what employers expect from employees. 
--Know about union requirements, licenses, legal require-
--ments, benefits, and compensations. 
Know why some fail in their chosen careers. 
--Be aware of the essentials for success in the chosen field. 
--Other 
PERFORMANCE FUNCTIONS FOR THE ENTRY WORKER 
Be aware of the many activities that an employed person 
--is required to perform in a distributive busines.s. 
Know the kinds of transactions conducted by a Distribu-
--tive business. 
Be capable of recording sales and other transactions. 
--Know about the various machines used in Distributive 
occupations. 
Be familiar with wrapping and packaging functions. 
--Other 
CASH REGISTER THEORY AND OPERATION 
__ Be aware of the value of the cash register as a tool of 
management. 
__ Understand the various types of machines for recording 
transactions. 
Foresee the changes involved in this area of transaction 
- reporting and visualiz·e the relationship between data 
processing and the common cash register. 
_Have a working knowledge of cash register operation 
including register cleaning and tape installation. 
Other 
__ TELEPHONE TECHNIQUES FOR BUSINESS 
Recognize the telephone as one of the most frequently 
-used means of communication. 
Develop skill and facility in using the telephone so as 
--to enhance his value to the employer. 
Comprehend the value of and have a working knowledge 
--of telephone directory use in business. 
_Have a good telE~phone personality. 
Other 
RESPONSIBILITIES FOR SAFETY AND SECURITY 
Be aware of the serious nature of safety as applied to 
-business. 
. Have· a working concept of safe money handling. 
-Recognize the problems existing in regard to shoplifting 
--and counterfeiting. 
Be interested in all aspects of safety as applied to the 
-business, the customers and to himself. 
Other 
OPPORTUNITIES AVAILABLE TO YOU 
Be able to develop a personal data sheet and permanent 
--employment file. 
Evaluate his goal in terms of his qualifications. 
-Develop a basic entry wedge into his chosen career. 
--Know what is necessary to become hired in his chosen 
--field. 
Realize that all elements should be tronsidered in this 
--personal inventory. 
Know how to contact a prospective employer. 
--Know how to complete an application blank, prepare for 
-and participate in the job interview. 
Other 
HOW TO APPLY FOR A JOB 
Be aware of the possibility of employment tests. 
-Know how ·to fill in an application. 
-Know why people fail to get the jobs they seek. 
. Have a review of appearance and good grooming. 
_Know how to make a favorable impression on the employer. 
Know how to leave the door open for call-backs. 
-Be able to analyze turn-downs. 
-Bnow how to plan a job campaign. 
--Other 
o ·mm 
SELLING ONESELF IN A PERSONAL INTERVIEW 
Be prepared to handle interview situations successfully. 
--Understand the general utilization pattern of an interview 
--by the employer. 
Know the various types of interviews. 
--Be prepared for the various kinds of questions possible 
--during an interview. 
Know that there will be all types of interviewers and 
--be ready for them. 
Other 
KEEPING THAT JOB AND MOVING AHEAD 
Recognize his responsibilities for teamwork. 
--Develop good work habits. 
--Recognize the fact that the employer will be rating him 
--continually. 
Avoid self-sabotage of his career. 
--Other 
OTHER TOPICS OF STUDY 
_Other sub-topics to develop main topic. 
Comments: 
